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PROCEDUEE POR DISBUGSING GFFICER’S CASHR ACCOUNT

To secure carrency to estabiish the aceount, the Assistant
Distursing Officer will prepare Fors 1746 (Revimed 1-53), Check
issuance Reguest, as follows:

in the block, Check to be Drawn,” Symbol %000, the anount
of the check, aad check numier will be iaserted in the respec-
tive columng. lmmediatel; below, will e shows the name and
title of an Agent Cashier in this Agency who will have an ample
suppiy of casd on basd to supply the cash requiremests of the
Apsistant Dishuresing Officer. In the column, Class of Checks,
the ietiters E.C, will be iuserted.

The check will be prepared i: accordacce with the iuforwma-
tion show: ou Fora 1746, Yowever,; in liev of the letters
E.C. tho worde “'Exchasge for Cash will be typed above the
legend "UGbject for which Drawn. The Porm 1746 which is pre-
pared for eack check dyaws Lo restore cash on Maud to the
amgunt guthorised will Le supported Ly copies of the S¥ 1166's
svidencisg the individual cash payeents made subsoguent to
the last restovatioc Lo cash oo haud,

Etandard Porm 10148, Lislbursing Office ledger, will be
used to Tecord the amoant of check or checks draws for exchange
for cash and the amount of individual wouchers paid by cash,
The talance will represest the amount of cash ou hand.

Bach paymeat from the cash fund will s vemed upes a
duiy certified Standard Form No. 1186, Voucher and Schedule of
Fayments, which will ou ite Imce upecify that the particular
paymest shall be made in cash. The payee will ackoowliedge
receipt of the cash on the origical of the S¥ 1188, au suthenti- |
cated capy of the SF¥ 1166 will be returned to the Agency each i
day ae basis fox appropriate accousnting entries as of the date !
of the paysent. The origimmi of thw SF 1166 for emch payment :
will be retained by the Aassistast Distursing Officer s evidence
of the payment pending replenishuent of the fusd, sfter which
tine it will e retursed to the Agenecy.

Poom No, Wi-846 (levised il-54), Susmary of Payments,

vili e peepared to show the amouint of checks iseved and appro-
priationc chargeable, ¥%hen a check is isswed for the purpose
of securing the initial euPFly of \epshy or increases therein,
the legend "Exchange for Cash , the amount of the check, as
vell as aceounting entright 3&& Credit 2.1 will Yo typed
on the uext liae, NO 108 B CRASGED POR THI®
TYPE GF CHECK. Checks drawn nish cash on hasd will

be included with regular &m. '
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Qo the last day of eancdh mom:ih & siatesent will be pre-
pared bheaded Leport of Auvdit of Tash Assetis. This audit
of cash will be wituessed by two disinterssted exgployees of
ihe Ageacy who will certify thet an actual eouat of the cash
and ageetis was aade., The empioyees will affiz thelr aames
asd titles to the report. The sreport will be retaised in the
O2fice of the Assistant Disbursaisg Cificer.
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